This tutorial was created to instruct all AASIS
users on how to verify if a vendor 1s set up in

the AASIS vendor file.
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If the statement “No values for this selection™ 1s
shown in the lower left corner of your transaction,
then the vendor is not set up in AASIS.
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To verify the name of the vendor

1. Enter the SSN or TIN from the W9
2. Hit enter key
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If the statement “No values for this selection™ 1s
shown in the lower left corner of your transaction,
then the vendor SSN or TIN 1s not set up in
AASIS.
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After an AASIS user has verified that a vendor 1s not
set up in AASIS, the user should direct the vendor to
the website below:

https://www.ark.org/vendor/

This allows the vendor to create a user name and
password protected profile, which allows them to
submit their own data changes and subjects the
vendor to all liabilities regarding tax information.
Office of State Procurement will provide an email
notification of all bid(s), relating to any commodity
the vendor registers for.


http://www.arkansas.gov/dfa/purchasing
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If there are any extenuating circumstances where a
vendor can not set their self up in AASIS, then an
AASIS role mapped procurement technician,
procurement specialist, or AP specialist, may

submit a request using the Vendor Maintenance
Eform with W9,

VENDOR MAINTENANCE EFORM WITH W9
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